To create a rule to forward your Direct Deposit notification 
to another email account

Do you have Direct Deposit?  And you want to send your Direct Deposit notification to another email account?  It’s easy!  Follow the steps below to create a GroupWise rule to send your Payroll Direct Deposit notification from your existing Grand Valley GroupWise account to another email account:

1. Open GroupWise and click on “Tools” in the upper tool bar

2. Click on “Rules” in the drop-down menu

3. Click on the “New” icon in the Rules menu box (the system will then present you with the “New Rule” creation box which will help you create the new rule)
4. In the box titled “Rule name:” enter a rule name (Direct Deposit Forward, for example).

5. In the “If Items are (optional)” section (please note that this section is not optional), under the column titled “Item Types” make sure that the box “Mail” is checked

6. Next click on the “Define Conditions” icon

7. In the “Include Entries Where” drop down box select the “From” entry and click on it

8. In the next box enter the following:  <GVSU.Payroll@smtp.gvsu.edu> 
(be sure to include the < and > symbols at the beginning and end of the email address)

9. Your screen should look like this:
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10. In the section titled “Then Actions are” click the icon “Add Action” – this will present you with a drop-down menu.  Click on the “Forward” selection (this will present you with the “Forward” Form.  This form looks exactly like you are creating a new email).

11. In the “To:” box, enter the email address you wish your Direct Deposit notification sent to (tan1118@yahoo.com in this example).  Your screen should look like this:
[image: image3.png][Computer Account Authorzat

o

tan1118@yahoo.con

Address Book





12. Enter a subject if you (GVSU Direct Deposit, for example)
13. Enter a message if you wish (this is not required).

14. Click the “OK” icon.

15. Click the “Save” icon at the bottom of the screen

16. Click the “Close” icon

From this point forward all email coming from GVSU.Payroll@smtp.gvsu.edu will be sent to the other email account.

If you have any questions please feel free to contact the CTS Helpdesk at (616)331-2101.
